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Connecting the Commonwealth

-KHRIS Self-Service Center-
Employee & Manager Self-Service Demonstration

Welcome to the KHRIS Self-Service Center! The following is a high-level demonstration that provides a sneak-
peek of what is coming at Go-Live for employees through Employee Self-Service (ESS) and for managers through
Manager Self-Service (MSS). The purpose is to provide an overview.

Accessing the KHRIS Self-Service Center:

Welcome

UseriD *

Password *
oKy

entu.

LNGMDLED SAT .

Kentucky Human

Copyright ® 2011 Commonwealth of Kentucky. All rights reserved.

Enter your user ID and password and click [Log on]. Upon your first log on and then every January, you will be
required to review and accept the terms of the user agreement (not shown).

\_Nﬂcome to the KHRIS Self-Service Center:

TS

—_—
Seli-Service Center

Kentucky

Pcrson_nlcl Cabmet

Welcome Rebecca Whitaker

Warklist

Welcome to the KHRIS Employee Self-Service Center

Use the Employee Seil-Service Canter 1o perfom vanous 1asks such 35 update personal mformation, view Denenis and payment Informanon, request
leave it Simply setect 3 Mk fom Lhe [eESioe of your SCreen ana you'll Be on your way!

“Options avakable 1o you are:

« Benafits Information: View your current banafts selections. identify sxtemal organizations (such as charfties) that you can then designate as

our beneficianies. complete annual enrcliment dunng allowed pericds
. Faymnn\ Information: Review various saan/compensation slatements and cRange your tax withnoldings
= Personal Informat Intain your address. family member and dependent INformation. emergenty Contacts and bank information
+ Waorking Tima: Cn r lzave balances. request leave and 2 review your lime sialament

* Certain KHRIS services & ¢ information contained in the Employee Self. wite Center are only applicable to Chapter 10A stale employees Please

check with your Human Resoute Office for specific detals.

o I+
Upon logging in, Commonwealth paid employees will default to the Employee Self-Service tab/screen. If you wish
to perform other functions, select a different tab, shown on the left. (Tabs shown upon log on will be dependent
upon the role you have been assigned.)

ESS_MSS Demonstration (2).Doc

2/14/11 Page |



[

Connecting the Commonwealth

Employee Self-Service:

Available functions are listed on the left side of the screen. Click on the arrow to the left of the ‘folder’, such as

[Benefits Information] and a list of available functions/tasks will appear below.

Benefits-
Enr__QIIment Overview:

Welcome Rebecra Whitaker Help | Log on

binet

\Wiendiag

Managet Selt-Sarace  HR Genoralial

Enroliment Crsrvenw | History, Bacy ¢

My Agency S5TSITRPArIMANt of HUman Resources Adman Enrolimant Dvensew 53

P =how Bensfls Ceneral Links

Kertudkiy™

Detaled Hiavigation =1 ShowParicpation Overdew as of (1182511 m [Ee]

Farticipation overview as of 111822011

Plan
Mol
% OV Capal Chokce
Basic Life AD&D
Banc Life ang ADS0D
Opsional Lite
Optanal Life 11 Sakary 4059

Dependont Life
Depencent Lt Plan O

Print Confrmalign Form - & Plars

. Welcome Rebecca Whitaker Iclr' )

HE Generals!  Woikint

| Hislony, Back |

=
! i j iy Wy Agoncy 55791 of Agmn 2 O S8
s | Snow Bensfits Ganersl Links
Detased Havigation [=| Details of Fian CW Capitol Cholce
: Pamicipation Panod Stans on 02012010
Plan Dphoa Standan
Duependent Covrage Couple
Employes Cost(Pre-Tax) | 222 04 LS0 Sami-monihly
Employer Cost 45168 USD Semi-mantnl
Dependents Darten Hunt
[Tac)
-
| I3
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Connecting the Commonwealth

External Organizations as Beneficiaries:

nmr]q- Gy " . ,_' \
| Personnel Cabinet  Wekome Rebecca whitaker L

Sall- Service Cantar

Logon

lanager Sell-Sendce HR Generakst Worklist

Extermal Organi sations as Hemenciarns | Missory, Back &

=
K r“iﬁ‘\ ‘J-\. Wy Agency. 55793 Department of Human Resources Admin
External Organizations:
Datailis Havigation El
—E—z ] »
Overview E i
| Meaw Charity Grganization HMew Trust Fund

£l | |0}

Kentueky ' y ;
| Pe]“;ﬁnnel Cabinet Welcome Rebecca Whitaker

Manager Jen-3erace HR Ganerakst Wedknist

External Orgenizetions as Beneficiaries | Mistory, Dack Foowud [m)

Wy Agency SETA3Department of Human Resourciss Admin
External Qrganizations;

B {}—n

Overdnw EGT Fnview and Save

Detailed Havigation

Extemal Organization
Girganization Hame: = |

Tax Mumbsr: =

Charabla rg

Drpanization's Address

Strest & House No. = |
2nd Add Line.
= ohe

Stat’ =

Postal Code:
Ceunin:

Teleghone Humber * [

Fax Mumber

{4 Previous Sted Rewew ¥

If you wish to designate non-family life insurance beneficiaries (such as a church, charity, or other organization)
you can do so here.
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Family Members/Dependents:
This is the same screen as shown under [Personal Information]. Any information entered here will also be seen

under that screen.

Life Insurance Beneficiary Change:

o o)

Personnel Cabinet ~ Welcome Rebecca Whitaker

Serving the People Who Serve the People

Manager Self-Service HR Generalist

Kentuckiy™

| petaitea tiavigation
* Welcome
 m Benefits information
* Enrolim: 0

en Enroliment
» m Payment information
» mPersonal Information
» wWorking Time
* Who's Who

Worklist

Hly 4gency: 55793iDepartment of Human Resources Admin

—E——— 7

Plan Selection  Review Enroliment

P Show Generallinksview P Show PlansOfTodayview

This i your selection of benefit plans. From this list, you can add, edit or remove plans as needed. Whenever you edit a plan, its
options are displayed. For every plan, you can specify your and and select

Selection for Life Beneficiary Chg

Plan Cosis Remarks

Basic Life AD&D

(@ BasicLife and AD&D 0.00 USD Semi-monthly (Post-Tax)  520.000 - Coverage amount 20.000.00 USD
Optional Life

(" Optional Life 1x Salary 40-53 27 36 USD Semi-monthly (Post-Tax} 1x Salary - Coverage amount 48 000.00 USD

“This calumn contsins sstimstes contioutions, bazed on your sslary Tharefors, the smounts shown hers may Siffer signifissntly from the sctual smounts
N your paychedk.

Plan| [EditPlan| [Remove Plan|

4 Previous Step | [Review Enroliment ¥

| History,

Beneficiaries must first be
created in "Family
Member/Dependents" or
"External Organizations as
Beneficiaries” before they will be
available here for selection in
Plans.

&

KHRiS

Self-Service Center

Back: Forward

3

<

3

As explained above, you must first enter family members/dependents and beneficiaries on the above screen, but
once you do so you will come here to actually attach them to your plan.

Open Enrollment: This link will only be available during open enroliment.

New Hire Enrollment: This link will only be available for a limited amount of time after an employee is hired.
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Payment Information- Salary Statement:

\ i 4 -
| Personnel Cabinet

Serving the Peo ple

w;l:nme Rebecca Whitaker

Managor Sel ] HR Gaoneralist Worklisd

| Histary, Hack

Detalled Hovigation

....................... =]
1]

This screen shows a check stub. Here, you can access your current and past statements as well as save and
copy them. If you click on [Overview] it will also provide you a list of your most recent payments showing the gross
and net earnings of each. FYI: Direct deposit users will have the option of discontinuing their receipt of paper
check stubs through the [Bank Information for Direct Deposit] screen and can use this statement instead.

Tax Withholding:

Welcome Rebecca Whitaker Help | Log Off

| KERAS

Self-Service Center

+ | Personnel Cabinet

Y/  Serving the People Who Serve the People

Manager Seff-Senice  HR Generalist  Waorklist

| History, Back Forw

I

T Wy Agency: 55793/Department of Human Resources Admin Changes to your Tax Withholdings
](e)'fu@ ' WILL HOT be effective until the next
e 0 S pay period
"_‘ '_ 2 f—{s——+ State Tax Withholding entries for
I Detailed Navigation = Overview  Edit  Review and Save . states, other than Kentucky, must be
T created by your HR Administrator.
e Please contact HR for assistance
Federal
Filing Status: 02
Ne. of Exemptions: 01

Kentucky

Filing Status: 02
Ne.of Exemptions: 01

[{ Previous Step |

M1

ESS_MSS Demonstration (2).Doc
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Help | Logon

binet

Peaple

HRE Gangralist

T

Manager SeH-Sarics

| Mistory, Back

Changes 10 your Tax Withhaldings WILL NOT e efective wnlil the net pay penod

i i = Wy Agency 55793 Tepariment of Human Resources Admin

State Tax Withhalding entries lor stafes, olfier than Kanfucky, must be created by your HR

T Administator Ploase contac MR for esiskine

I

Condow Bl Review and Save
Federal
Taxe Authiorily FED
Flling Status [Warmigd =
Mo, of Exgmpsions 101
Agditienal withnalding: | 0.00| Uso
Tax Exorpt Indicator  [Notaxempt 1=
Declaration
[[] Dectaration

Unelos penalties of perjiry, | cortity that | sm entitied i
b of i it ot
or entited to clalm exempt status.

4 Previous Step | | Review )

0 I+

This screen allows you to make changes to your filing status, number of exemptions, and enter additional
withholdings for both federal and Kentucky state tax withholdings. Note: For state withholdings other than
Kentucky, you must contact your human resources administrator.

Personnel Information-
Addresses:

| Rentacity - y o - RS
Personnel Cabinet  "elcomeRebecca Whitaker L@’
People

Serving the People Seli- Service Center

Manager Self-Sendce Worklist

iR Generalist

| History, Back

Wy Agency. S078dUepariment of Human Resources Admin Changes to your Addrass will De efecte Immediale]. unless you antar a future date

Kentucky™
e =i, Adiresses oulside of e LISA must be created by your MR Administrator, Please contatt HR for
¥ E ry! E » assistance.
DR MG i Overdew BNt Revew and Save

Farmanent reskfence

UsA

{7

House Number and Steet =
Agdress Line 2

iy =

County: =

State; [
2ip Caae = [40004-Gaa1 |

Farsanal Fhana Number
lired it avallabin )

 Valld as of Today
i Vaild as ciFuture Date|  [1202011 il

4 Previous Sten | [Redew 3]
al Iel

Here you can change your current address and even enter a future address for planned moves.
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Connecting the Commonwealth

Pc:;:'csnnel Cabinet " Welcome Rebecca Whitaker

Serving the People Who Serve the People

Manager Self-Service  HR Generalist  Worklist

Bank Information for Direct Deposit I

History, Back

Iy Agency. §5793/Department of Human Resources Admin Changes to your bank information WILL NOT be effective unt the next pay period

Kentucki™

INFORMATION FOR MULTIPLE BANKS: If you choose fo set-up more than one bank for direct
deposit, payments will first be deposited to your "Other Bank(s)", in the order in which they

Detailed Navigation e = were created, with the remaining amount being deposited to your “Main Bank™, with the funds
Overview  Edit  Review and Save avaiable.
= Welcome For example: If you have a Main Bank” and two "Other Banks™ setup ("Other Bank #1" =
» mBenefis Information Main bank $100.00 and "Other Bank #2" = $300.00) your paycheck wil first deposit $100.00 to "Other
ipe el Bank #1°, then depost $300.00 to "Other Bank ¥2°, and then depost the remainder of your
e ® 3 = aycheck inte your “Main Bank”. If your paycheck total was $350.00, “Other Bank #1
Routng urber payerec oy oy

- get if= ull amount but “Gther Bank #2° would only get 5250.0
NATIONAL CTY BANK get nothing. Please be mindful of this when you

NOTE: For Checking Account numbers, refer to one of your checks and the sample check below. be deposited to sach.

For Savings Acoount numbers, refer to a Savings Account Statement or Deposit Siip

iie your “Main Ba

- Addresses tup "Other Banks™ and enter the amount to

Account Humber: * 5411585234514 Please contact your bank if you have any questions regarding their routing number or your
S o T account number. These numbers MUST be correct in order for your paycheck to be properly
* Family MembersiDependents. B EAERACCHMEADER deposited. If you have any other questions regarding Direct Depostt set-up, please contact

+ Personal Data Account Type: * your HR Administrator.
» mWorking Time:

= Who's Who

No Paper Pay Statement O

NOTE: YVour Pay/Salary Statement is avaiabie siectronically under the Payment nformation felder. To
stop receiving a printed paycheck stub, please check this box.

Jonathan Dee 1001
Jane Doe.
123 Anyplace Road [
Anytown, KY 12345
PAYTO T s {
oosses
COMMONWEALTH BANE

1A 2000k P: (123LSETAS0N W00 %

[rtwma v | [Faemmm v | [ormaimominr |

entucl

= . B . y _ i l‘""\
Personnel Cabinet Welcome Rebecca Whitaker Help | Log Off '( H R‘J!\Es

Serving the People Who Serve the People Self-Service Center

Manager Self-Service  HR Generalist  Workiist

Bank Information for Direct Deposit | History, Back
[

] e L)

ly Agency: 55793/Department of Human Resources Admin Changes to your bank information VILL NOT be effective untlthe next pay period

Kentudkiy™

INFORMATION FOR MULTIPLE BANKS: If you choose te set-up more than ene bank for direct
{4}—m depost, payments wil first be deposted to your "Other Bankis)", in the order in which they

2 = were created, with the remaining amount being deposited to your "Main Bank™, with the funds
| ostaites navigation i QI e S v ool 1 B 2
= Welcome For example: If you have a "Main Bank™ and two "Other Banks” set-up ("Other Bank #1” =

pe

F R s $100.00 and “Other Bank £2° = 5200.00) your paycheck wil frst Sepost $100.00 to "Other
Bank #1°, then deposi $300.00 to “Other Bank #2°, and then depost the remainder of your

¥ Eayment Bioimein Routing Number: * — paycheck into your "Main Bank’. 1f your paycheck total was 5250.00, "Other Bank #1” would

+ mPersonal information get ts full amount but "Other Bank #2° would only get $250.00 whie your “Main Bank” wouks

» mBenefits nformation

NOTE: For Checking Account numbers, refer to one of your checks and the sample check below.

e AdGreere For Savings Account nurbers, refer 1 a Saings Acoount Saterent or Depost Si get nothing. Pleas be mindful of this when you set-up “Other Banks™ and enter the amount to
e be deposited to each
Account Number: | |
~ 3 Re-enter Account Number. * |:| Please contact your bank if you have any questions regarding their routing number or your
* Emergency Cont: i account number. These numbers MUST be correct in erder for your paycheck to be properly
= Family MembersiDependents Accomttyne = [ deposited. If you have any other questions regarding Direct Deposit set-up, please contact

+ Personal Data Depost Amount: Four e alor
+ mWorking Time
= wmo's Who

Jonathan Dot 1001
e Doe
128 Aryplace Road oare

Anylown, KY 12345

v1om

i s[ ]

COMMONWEALTH BANE

wwo
2i000L9 7 (323L567850% W00

[moumig wmbar | oot rmtwr | [Sromackmamar |

Bank information for current direct deposit users will be converted to KHRIS and will be visible upon their initial
log-on. Those who wish to enroll after go-live will come to this screen to do so. Here, employees will be able to set
up additional accounts for direct deposit or discontinue receipt of paper check stubs, as explained above with the
salary statement.

ESS_MSS Demonstration (2).Doc
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Connecting the Commonwealth

Emergency Contacts:

-y o
+ | Personnel Cabinet
Serving the People Who Serve the People Self-Service Center.

Welcome Rebecca Whitaker

Worklist

Manager Self-Service HR Generalist

Emergency Contacts | History, Back Forw

7 ﬁ‘)—- My Agency. 55793/Department of Human Resources Admin This information will be available to your
Kentuck e e
ST where he/she may need to contact someang

’_E_‘Z|—E—11|—m on your behalf.
and Save Co

I Detailed Navigation Bl e

= Welcome
» s Benefits Information
» w Payment Information
« s Personal Information
= Addi
= Bank Information for Direct

Emergency contact - Primary

First Name: Darren
Last Name: Hunt

Emergency contact - Optional

First ame: Alma
Last Name: Hunt

[z

= Who's Who

I

Kentucky . : G,
" Pel’SOnIlel Ca‘bmet Welcome Rebecca Whitaker

Serving the People Who Serve the People

Worklist

lanager Sel-Senice HR Generalist

Emergency Contacts | History, Back Forward [S]

K tu'"w-‘h i NyAgency 55793Department of Human Resources Admin This information will be available to your manager in the event there is an emergency

where he/she may need to contact someene on vour behalf
——E—

Detailed Havigation
I o B Overview Edit Review and Save
= Welcome
e Emergency contact - Primary
» m Payment Information
Name
~ mPersonal Information
e Addioceas First Name [Darren |
* Bank Information for Direct LastName: = [Hunt |

Depos Relationship to the Employee: = SPOUSE

Emergency Contact Phane Number 1: = |502 955-5555
= Family Memb s
« Personal Data Emergency Contact Phone Number 2 502 000-0000
» = Working Time

= Whe'

4 Frevious Step

[=]
< o]

On this screen employees will be able to list up to two emergency contacts which will be visible to managers
through MSS in case of an emergency.

ESS_MSS Demonstration (2).Doc
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Connecting the Commonwealth

Family Members/Dependents:

5 Persomlel Cabine Welcome Rebecca Whitaker I(HR‘II‘_D 4

e ————
Serving the People Who Serve the People Self-Service Center

IManager Self-Service HR Generalist Warkdist

| History, Back Forward [&]

7 i'ﬁ)\ Wy Agency. 55793/Department of Human Resources Admin HOTICE: Adding a family
](E)?fuﬁ(@ member/dependentheneficiary to this screen
ahanaateiad WILL NOT automatically attach them to any
El 5 e > - existing healthiife insurance plan you have. It
J |_ =2 :l vou wish to add the family member/dependent
Mot N+ Ovenview Reviewand Save  Con n as a beneficiary to your life insurance plan, you
» Welcome should click on the "Benefits Information” link
s onthe left, then click on the “Life Beneficiary
B EECR R Spouse Change” link and make the appropriate
» m Payment Information changes. If you wish to add a family
~ m Personal Information First Name: Darren member/dependentto yaur health insurance,
- Add Bi?;”;?g};h ;‘f‘ina‘mgﬁ you must contact your HR Administrator for
: 12

= Bank Information for Direct assistance

They will also be of assistance if any of your
family members/dependentsbeneficiaries

4 Previous Step | [ New Child #] [ New Other Beneficiaries b have addresses outside of the USA

» mWorking Time
= Who's Who

f’:‘:‘ﬂ mlel C abin et Wel;:ome .l.lebecca ‘Whitaker

Serving the Peaple Who Serve the People

Nanager Self-Senice  HR Generalist  Workiist

Family Members/Dependents | History, Back Forward [S)

Wy Agency: 55793/Department of Human Resources Admin NOTICE: Adding a family member/dependenybensficiary to this screen WILL NOT

eﬂfuckﬁ ' automatically attach them to any existing health/life insurance plan you have. If you wish to add
e the family member/dependent as a beneficiary to your life insurance plan, you should click on

¥ E the “Benefits Information” link on the left, then dlick on the “Life Beneficiary Change” link and
Overdiew  Edit  Review and Save

make the appropriate changes. If you wish to add a family member/dependent 1o your health

I Detailed Navigation = insurance, you must contact your HR Administrator for assistance

* Welcome
» m Benefits Information Spouse They will also be of assistance if any of your family members/dependents/beneficiaries have
et Rl et addresses outside of the USA
Name
al Information
First Mame: = [Darren |
= Bank Information for Direct LastName: [Hunt |
Depos Widdle Initial ]
TR Date of Birth 712511871
B & Wale ¢ Female

ata

» m Working Time Social Security Number. 544-11-5705
s ane Reference Personnel Mumber: [ |

(@ valid as of Today
" Valid as of Future Date
" Validity Period

4 Previous Step

B
< I»]

Add family members/dependents and beneficiaries here as a first step in adding them to your health/life insurance
policy. However, please know that this WILL NOT actually add them to an existing plan. If you wish to add the
family member/dependent as a beneficiary to your life insurance plan, click on [Life Beneficiary Change] to do so.
If you wish to add them to your health insurance, you must contact your human resource administrator for

assistance.

ESS_MSS Demonstration (2).Doc
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Connecting the Commonwealth

Personal Data:

Kentucky
| Personnel

Serving the People Who Serve the Peaple

KHR1S”

Self-Service Center

Cabinet . wd;mme Rebecca Wr;ilaker

Worklist

lanager Self-Service HR Generalist

| History, Back Forward [8]

= My Agency: 55783/Department of Human Resources Admin Ilost of this datais shown for informatianal
ah, :
I(f}?fuck > purposes only. If there is anything that needs to
a0 sEo be corrected you must contact your HR
¥ = - Administrator,
I Detailed Navigation EE Overview Edit Review and Save Corfirmation
* Welcome
» m Benefits Information 0002 Personal Data
yment Information Hame
f Information R =
» Bank Information for Direct RigdigName: LB
Deposit LastNMame: =
= Emergen tac
ependents HR Data
SSN: 7747 |
¥ mWosking Tine SR 4 Female () Unknawn
. ho S
Date of Birth CESGEE e
Flease indicate whether you can speak andior read a second language by making a selection fram the drop-down box
Second Language: English =
Race! White [=
\ork e-mail address [IHuNt@KY GOV
4 Previous Step
< [+]

Most of the data on this screen is view only except for Second Language and Race. Any corrections to the ‘view-

only’ data will have to be done through a human resource administrator.

Working Time-
Leave Balance Overview:

Welcome Rebecca Whitaker

Sell-Service Center

HR Generallst Waorkdist

Manager Seif-Sendce

| Mistory, Reack F =]
) Wy Agency 58793 Department of Human Resowrces Admin
A 1
Kerttuckiy
LT Lo i

Detailed Navigation Anmual L 151 75 Hours.

Sick Leave 17150 Hours

Comp Leave 199300 Hours
[ ]

This screen shows the employee’s balances for annual, sick, and compensatory leave.

ESS_MSS Demonstration (2).Doc
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Conmecting the

Value:

Leave Balance

Kentuc!

Pers

Leave Balance Value

Kentudkiy™

I Detailed Navigation i}

* Welcome
» m Benefits Information

» mPersonal Information
~ s Working Time
« Leave Balance Ovenview

orinél Cabiﬁet .

Serving the People Wha Serve the People

lanager Self Senice

Welcome Rebecca Whitaker

HR Generalist Worklist

Ly Agency: 55793/Department of Human Resources Admin

Leave Balance Value as of 01/19/2011
LeaeType  LeaveBalance Gross Values [ |
Annual Leave  159.25 Hours 392074

4,899.38 D

* These are your gross leave balance values
Flease note that applicable taxes, deductions, and
withRoldings will be deducted priorto any payout

Comp Leave = 199.00 Hours

N

| History, Back Forward [&]

KHR1S”

Self-Service Center

* Overtime Request
me Statement
's Who

Ei

r

<

This screen shows the monetary gross value of an employee’s annual and compensatory leave. Exact amounts
must be requested through a human resource administrator. This will assist with pay-out planning.

Leave Request:

Personnel Cabinet

Serving the People Who Seive the People

Welcome Rebecca Whitaker

KHRIS”

Seif-Service Center

Manager Seff-Service  HR Generalist  Worklist

Leave Request | History, Back Forward

Ity Agency: 55793Department of Human Resources Admin

Kentuckip™

I*]

Legend
I Detailed Navigation |l

saved O Ascroves @ Relected @

= Welcome Submitted £3 Cancelled &

» mBenefis Information persenne No.: (00158128 |
» mPayment information

011872011 T 013172011 | Go
A m— [ Fromate ooae: [01312011|[B]

Time:

Request from Sunday, January 16, 2011 to Monday, January 31, 2011
B AbsenceType Status SU,01/16 WO, 017 TU, 0148 WEON1S TH,O120 FR 01721 SA 0122 SU, 0123 MO,01/24 TU,01/25 WE 0126 TH.ONZ7 FR 0128 SA

Balance Overview
* Leave Balance Value

=

* Overtime Request

i E
« Time Statement
* Who's Who l -
m -
o -
(B A o] [ e o | L
[T Save Reauest | [ (B Submi Request | [ 9§ Cancel Reausst =
< ]
< I+

This form is used to request future leave. Once submitted, it will route to the manager and appear in their worklist
for review. Approval/denial will return to the employee through the system and will have color coding to reflect the
manager’s decision.

ESS_MSS Demonstration (2).Doc

2/14/11 Page 11



Human Mesaures Fformatisn
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Overtime Request:

Pers;onﬂel Cabi;let- Welcome Rebecca Whitaker IKH >

— R
Serving the PeopléWho Serve the People Self-Service Center

Worklist

Manager Self-Service | HR Generalist

Overtime Request | History, Back Forwars

,:i\ My Agency: 55793/Department of Human Resources Admin
Kertucky™

e oo sevmr

3]

Legend
I Detailed Navigation i} )
e Saved O Approved @ Rejecied @
ST Submitied £ Cancelled &

» m Benefits Information Personnei No.: (00168138
» ma Payment information
= [4] Fromaate: [0TE2011 I ToDate: [0TtZ01 | [B]

Request from Sunday, January 16, 2011 to Monday, January 31, 2011
Staius | SU, 0118 MO,01A7 TU, 0148 WE 0119 THOUZ0 FR 0121 SA 022 SU,0123 MO,0124 TU.0UZE WE U126 TH.OUZF FR.OIZE SA 0129 | SU, 0174

= Who's Who

AEAEAAAEEN

|
[E Save Request | [(p submit Request | [ 3§ Cancel Request = =

1 —_— 0}
This form is used to request overtime and is routed the same as above.

Time Statement:

Kentu _ " -
Personnel Cabinet

Serving the Pecple Who Seive the People

Welcome Rebecca Whitaker

Manager Self-Service | HR Generalist | Workiist

Time Statement | History, Back Forward [E]

Iy Agency. 56783iDepartment of Human Resources Admin Ll
Kentucky™ } ! =]
CBRIDLED ST, “alid From: E 01/01/2011 g To: 013172011
I Detailed Navigation El B - @ o _ . ——
b 7 Pt 3 ) @ [men - i | ] i fFnd -
i 80 4 hd - | @ P
» m Benefits information = |
» 1 Payment information
Personal Information
~ m Working Time .
Time Statement
Balance Value
Iva Hunt
030001 MAIN STREET
Bardstown KY 400048981
Personal/Organizational Data:
[Personnel Number Position
158138 COMMISSIONER - WITH INCRE
Organizational Unit Personnel Area Personnel Subarea
Department of Human Resources Admin Executive FT Exempt
[Emplayee Group Employee Subgroup Work Schedule Rule
184 ASC Salary 37.5 8-4:30 M-F Standard 7.5
[Total Annual MOS Total Sick MOS Overtime Status I lE | |
3 [+]
I]
Ll

This statement will show all time worked, leave accruals/usages/balance, and any adverse weather leave. Like

the salary statement, you will be able to save, print and refer back to old statements.
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Connecting the Commonwealth

Who's Who:

'l ?E?E“‘éﬁnel Cabinet  "rkome kebecea whiaker 1o | Loa 0t KHRIS’

Gerving the People revr thee People Sall- Sgrvice Center

Manager Selt-Sandce MR Ganeralist  Workdist

| History, Back [=]
| Ploase s the search criteria
tn Y i
Kmru@h anced search
= Last name: |huaffrmars |
First name |bariitan |
I Dartadod Navigation 2y
[Tiew Search |
Huftman | Benfta Payroll Branch PERSONNEL PROGRAN CONSULTANT | Personnel Program Censuftant
[ [x]

| tiwory, Bach F

i resenane e
Kentuckiy™
St L ! Search New Ssarch m
I Detalied ladigation
Employen profils for Benita Hufiman

Communication

Deparment

CrganEAtong une

Peazian

Cost centér

Miscellanevus

Last name Huftman
Firat name Benea
E-mak

Street and House Humser

2na Assreas Line:

1]
Il

This tool is similar to Global but will show all employees currently in KHRIS. An employee search will return their
name, a link to their email, their agency and job title as well as their work address and phone number. You can
also do an advanced search to search by agency or job title.
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Connecting the Commonwealth

Manager Self-Service:

The initial welcome screen is a replica of the management screen on the Personnel Cabinet’s website. It offers a
list of useful management resources. The three available MSS functions are listed on the left side of the screen.
Team Calendar:

Kentu

+| Personnel Cabinet  Welcome Rebecca Whitaker e Mﬂ\ts

o/ Serving the People Who Serve the People Self-Service Center

HR Generalist Worklist

| History, Back Forwaul [Z]
Team Calendar =i~
RSy
Kentucky™
AR e S Display Datafor: [Direct Reports [+ for: [January [+ in: PO11]=
2011 January
I Detalled Ravigation i Sat Sunhon Tue Wed Thu Fri Sat SunMon Tue Wed Thu Fri Sat SunMon TueWed Thu Fri Sat SunMon TueWed Thu Fri Sat SunMon
=W 01 02 03 04 05 06 07 08 09 10 11 12 13 14 15 16 17 18 13 20 21 22 23 24 25 26 27 28 29 30 31

Ursula Becerra
* Employee Information

= Who's Who

Danna Block

Jarod Brand

Bart Cotton
Mitch Fisher I
et Gocren
Gilda Lutz

Rhea McConnell
Callie McGuire
Maribel Obrien

[E] [F] =] [¥] Pagetr2 Goto Data of 1/19/2011 10:24:40 A Refresh

gl *]

This calendar allows you to view either your direct report employees or your organization, down to three levels.
For instance, the commissioner of a department can view their divisions and branches. This will be a useful tool
when reviewing leave requests. Approved leave will show on the calendar in color. Move the cursor over a date to
show who has been approved for leave.

Employee Information:

.y . ] o . s - il o . nila o
P“e“;srhbnnel Cabifiet™ | 1oonq ooy iHmases KHR
Serving Lhe Peophe Who Serve the Prople Sall-Servica Conter

HE Generakst Worklist

| History, Back

Search w=
Emplayee Selection: [Direc Reports. =
Digplay: [Employes Data =
Hame F =l Humber ment Funcion | =1
Wilch Fishar 00170457 Eond
Megan Wamer | 00210372 %
Danna Block | 0178114 X Send
Gl Swan | no1az37s X Send
Vests Robedson | 00166690 % 2end
| BEE  E o ooo
£UIBEII, 10459 AW Ratiesh
| _ceneral Data [=]=| [|_Personal Data =]
Miteh Fisher 00170457 agddress: Mitch Flsner
Confract Usta Communécation Data 477007 MAIN STREET
Stan Dt SHia10 ELkail Addriss WFISHER@IY GO Louisill KY 40222-5008
CapuniLit
Organieational Assigrment Ciganizaanil Assignments Personnel Structure
Grg. Unit Pers Cabingt- 0oz of ihe Secretan Persoanel dres: Eugcutive Primary Emergency Contact
Pasition PAYROLL DMLY Fers, Subarea F1100 Examgt
Cost Center, Pers Off of Sec EE Group Flan-Chiphor First name: Hacmi
ol Ared . iy EE 3 at DN Lastname. Fighar
Payroll Are Eemi-manthly EE Subgrotn ML ParDiem PR Al S =
4] I+
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Conmecting the

HR Genoralist

Warkdiut

Hein | Log On

Seli- Sarvice Canter

| Mistary, Back ©

e i an T — s
P Ra] o8l [=T=]
Fogem e o<t 1132011, 02523 AU Roheh
l; @w‘itlmﬂ‘ay
General Data [®]=] | rersonai pata ®[
Miteh Fisher ootio4s; Address: Milch Fishor
Contract Uata Communicetion Data 477001 MAIN STREET
Starl Dato E/2010 E-dail Addrnss UEISHER BKY GOV Loulsdlle KY 402225905 ]
G L Lt ]
v} Organizational Assignmants Personnel Structure
Org. Unit: Pérs Cabingt- Oftice ot the Secretary personnel Area’ Executie Primary Emergency Contact
Posflion PAYROLL OHLY Purs Buliana FT=100 Expmpt
CostCanter: Fers Off of Sac EE Group: Nea-Chapter
Pairel drea: Sembmonthiy E or Dl o
EE Subgroup HL Por Digm gl
— Contact Teino 1: (5021 203-0114
Days |BI™=| Conlsct Telng 2: ooy -
[Detine Fier | Fiiter inactive
Secondary Emergency Contact
4 Januiey 2011 Fabiuary 2011 »
% i T W T e Bl W T TR Firsl name. Gretchen
z 1| t]zla|als Laztname; Fizner
e —- I DR Relatiznship: WOTHER
Poriod 1182010 - 118212 W e Contse Telng 1 (2011 102-4410
’ | Contact Telno 2: wog -
| EIEiE
| R
L1}
40 Tl

This screen allows viewing of direct report employees, all employees in your organizational unit, or allows you to
search for a specific employee. Upon clicking on the link, you'll see a summary table of direct report employees.
Select an employee to view their specific information, including start date, organizational unit, salary, work week,
absence days, home address and emergency contacts.

Who's Who: Identical to the who's who page in ESS.

Worklist:

Welcome Rebecea Whitaker Hein | Loa Off

KH

| Higtory, Back

= Ehow Eifer Hide Predus =

LT L

£l |

This page contains requests and actions requiring your attention.
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ESS Changes Report:

00161 401

Marin

Earlene

V-4 Taxt Withholding Deleted

O5MBZ010

JYPODES

011312011

121603

00161401

Marin

Earlene

GBE76

Wi-4 Tast Wl’thhn\dmgﬁdded

0562010

JYPODBS

0171312011

1216:03

001614071

Marin

Earlene

68676

Wii-4 Tax Withholding Added

0171372011

JWPO0BS

0171372011

Utilize this report to monitor changes made through ESS.

121603
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